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Job Description 

Job Title:			HR Manager	 

Reports To:			Director of Operations/Finance
	
Responsible for:			HR Advisor
HR and Payroll Advisor
			
Purpose of Job:

To lead the HR team in providing a professional and cost-effective HR service in supporting the School Leadership Team to achieve the School’s strategic development plan aims and ensure overall business objectives are met.  The HR Manager ensures that all managers and staff receive the HR support and guidance necessary to be successful in delivering high quality educational and pastoral outcomes for students.

Leads the implementation of the HR database (RoyalRussellPeople) to provide up-to-date and accurate information to staff and managers which supports their decision-making and management of the overall staffing resource.

To develop, review and implement a comprehensive set of HR policies, procedures and processes 
that are legally compliant, and actively support the School’s achievement of its business objectives.

Main Duties and responsibilities:

Business development

· Manage the provision of professional HR support, advice and guidance to Governors, both Headmasters and wider School leadership and management teams in relation to the management of organisational change and complex employee relations issues.

Compliance 

· Ensure that HR records (including the Single Central Record of Appointments), policy and processes comply with statutory, regulatory and legislative requirements.
· Ensure that effective policies and processes are in place to minimise risks to the School.
· Provide reports and advice to the Board of Governors where required.

Recruitment and Selection

· Advise managers on recruitment and selection strategies and processes to ensure effective recruitment of staff, identify alternative sources for candidates and evaluate the effectiveness of recruitment and selection processes ensuring that these enable the recruitment and retention of high calibre, well qualified staff.

HR Policy Development

· Advise the School Leadership Team and Governors on emerging and changing legislation, undertaking research as required.  Reviews, develops and ensures the effective implementation of HR policies, guidelines and procedures that are legally compliant and meet business needs.
· Develop written guidance material for line managers to enhance their understanding of, and facilitate the effective implementation of HR policies and procedures, deliver training and guidance on their roles in policy implementation to improve compliance as required.

Employee relations and performance management

· Advises line managers on employee relations and staff performance management issues, supporting them to set and maintain high standards of performance for their staff.
· Advises and assists in investigations, informal/formal disciplinary, capability, absence management and grievance hearings as required ensuring adherence to School policy and procedures, and that the School acts in a legally compliant manner. 
· Identifies any key employee relations issues, patterns arising or any learning points in individual employee relations cases, making recommendations on any action required.
· In conjunction with line managers, identifies individual staff to be referred to Occupational Health and manages the referral process, keeping all parties informed at all stages.

HR and Payroll Systems

· Oversees the School’s computerised HR system (RoyalRussellPeople) and works with the HR Advisor to customise the system as required to provide management information to managers to support their decision-making, including forecasting of payroll costs and monitoring the implementation and use of various HR policies.
· Ensures that staff using the system are appropriately supported and trained to make the best use of the system’s functionality and are able to use the information in line with Data Protection (GDPR) requirements. 
· Ensures that the data held on the system is kept accurate and up-to-date at all times and that appropriate systems are in place to ensure that any changes made are checked and verified appropriately for each monthly pay run in line with audit requirements.
· Periodically reviews and recommends changes to staff salaries, benefits and pensions, bench-marking internally and externally as appropriate to ensure the School can recruit and retain staff with an appropriate reward and benefits package.
· Supports the HR and Payroll Advisor to provide pension information to pension providers in an accurate and timely manner each month.
· Ensures that RoyalRussellPeople is updated in good time to run the annual salary review process so that appropriate information is provided to the HR and Payroll Advisor in a timely manner so that changes to staff’s pay are implemented in the relevant month.

Staff appraisals and staff development

· Monitors the implementation of the probation and appraisal schemes, and advises managers and staff on job descriptions, the appraisal policy and processes, identification of training needs and sourcing suitable training solutions.
· Advises the School Leadership Team on future development of the appraisal schemes, staff development planning and evaluation processes.

Salaries and benefits

· Advises the Director of Operations/Finance and the Headmaster on the School’s salary and benefits structures to ensure the School is able to effectively recruit qualified staff and that the School is competitive within the marketplace.
· Commissions and provides information for external salary and benefits surveys as required to enable the recruitment and retention of high calibre staff.
· Develops and advises on support staff pay structures to assist in staff retention and reward strategies.
· Manage the contract with the School’s Employee Assistance Provider ensuring that staff are clear about services provided and that the level of service from the Provider meets the School’s needs.
· Provides accurate staff information to Life Assurance broker annually and negotiates scheme with broker each year. 
· Works with the HR Advisor to identify cost-effective benefits that could be offered to staff to maximise their engagement and desire to work for Royal Russell School.

Budget management

· Working with members of the Finance team, assists the Director of Operations/Finance in the development of an annual staff budget and in forecasting current year costs against budget. 
· Monitors monthly payroll expenditure against budget when checking payroll variance each month.

Line management and support

· Manage, supervise and develop the HR team, ensuring the delivery of a high quality support service and effective, efficient use of the team’s resources at all times.
· Attend Support Head of Department meetings.

Staff Accommodation

· Work with the Director of Operations/Finance and team to ensure that the School offers accommodation in line with the Accommodation Policy, that the School is legally compliant and meets statutory regulation requirements for resident staff and they are issued with correct documentation and are aware of their obligations. Periodically reviews and benchmarks School accommodation charges, and advises on service charges and rents as applicable. 
· Collaborate with the PA to the Director of Operations/Finance to maintain accurate and up to date records on all staff accommodation and that relevant checks are undertaken on new residents and visitors to meet ISI and other regulatory requirements.

General responsibilities

· Ensure the safety and well-being of children and young people at the School by adhering to and complying with the School’s Safeguarding (including Child Protection) Policy and Procedures at all times
· Display correct staff identification at all times whilst on site
· Attend training and staff INSET sessions organised by the School to provide a consistent approach across the entire school staff population
· Attend Royal Russell Day and Open Day as required.
· Adhere at all times to Health and Safety legislation, and all departmental policies and procedures, to ensure their own safety and that of colleagues, pupils and visitors
· Maintain up to date knowledge of emerging legislation and take responsibility for on-going professional development.
· Carry out any other reasonable duties as requested by the Director of Operations/Finance or members of the Senior Management Team.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.
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Person Specification – HR Manager

The person specification focuses on the range of criteria required to undertake the role effectively.  Candidates will be assessed from their Application Form and personal statement (A), interview (I) and by an exercise (E), Task (T) or Lesson Observation (L) as appropriate.

	Criteria
	Essential
	Desirable
	Measured by/evidence

	Education and Qualifications
	· GCSE in Maths and English at Level 4 or above, or equivalent
· Degree educated 
· Chartered member of CIPD
· Evidence of continuing professional development
	· Post-graduate qualification or professional body membership
	A

A
A
A

	Knowledge and skills
	· Excellent up to date knowledge of employment legislation and current HR practice (record of continuous CPD)
· Successful track record in operating at a strategic level, including policy development and implementation
· Ability to prioritise own workload and work flexibly, and at times under pressure, meeting deadlines 
· Ability to work with accuracy, with good attention to detail and good analytical and problem-solving skills 
· Working knowledge of Microsoft Office applications with a high degree of IT literacy and accuracy, able to manipulate statistical data for reports
· Knowledge of the DBS and safeguarding regulations for the employment of staff
	· Knowledge of the statutory checks required for a School Boarding environment





	A/I/T


A/I


I/T


A/I/T


A/T



I/T

	Experience
	· Proven experience of providing high level professional advice and support to senior managers on strategic and operational HR matters, interpreting HR policies, procedures, conditions of service and relevant legislation
· Proven experience of leading a professional HR team
· Evidence of experience of supporting managers to improve business and people performance
· Experience of leading HR projects and implementing new initiatives
· Previous experience of producing 
reports for senior management on a
range of HR issues to improve
people and business performance
· Experience of working with and developing management information systems and databases to provide management information and compile reports
	· Previous experience within the independent sector 

· Experience of working in a School environment

	I/T





A/I

A/I

A/I


A/I

A/I




A/I

	Personal competencies and qualities
	· High level of professional integrity and resilience
· Approachable, calm and diplomatic manner
· Effective interpersonal and communication skills, able to foster good working relationships with staff, and able to influence and motivate people, if necessary in difficult circumstances 
· Excellent written skills, able to produce and present clear and succinct correspondence, policies and guidelines
· Understands the importance of confidentiality and discretion at all times
· Ability to work on own initiative, proactive in taking new ideas forward
· Commitment to continuous quality improvement, with a willingness to challenge accepted ideas and procedures
· Ability to research, analyse and reason logically within tight and conflicting timeframes and manage conflicting priorities to achieve objectives
· Friendly and approachable with a positive can-do mind-set
· Ability to inform and influence with strong and persuasive interpersonal skills 
	
	I

I

A/I




A/T


A/I

A/I

A/I


I/T




I

I/T

	Other requirements
	· Commitment to promote and safeguard the welfare of children, young persons and vulnerable adults
· Commitment to providing good customer service
· Empathy with the ethos and aims of Royal Russell School 
· Flexible with work hours to assist with peaks in workloads
	
	




I acknowledge receipt of this job description dated May 2023 and agree to undertake the duties and responsibilities contained within it. I understand and accept that the contents of this job description may be varied at a later date to include other responsibilities of an equivalent level in line with my qualifications, skills and experience. 

Signed: ………………………………………………….. 		Dated: ………………………
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